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Introduced by: Ribbens at the Request of 
the Borough Clerk 

Date: 01/21/25 
Action: Adopted 
Vote: 7 Yes, 0 No, 1 Absent 

 
KENAI PENINSULA BOROUGH 

RESOLUTION 2025-009 
 

A RESOLUTION APPROVING A QUARTERLY UPDATE TO THE 
BOROUGH RETENTION SCHEDULE 

 
WHEREAS, sound administrative practices require the borough to keep the retention schedule 

updated and current; and 
 
WHEREAS, KPB 2.52.030(F) provides for the review and quarterly update of the retention 

schedule; and 
 
WHEREAS, the records manager continues to address inconsistencies and updates throughout 

the schedule; 
 
NOW, THEREFORE, BE IT RESOLVED BY THE ASSEMBLY OF THE KENAI 
PENINSULA BOROUGH: 
 
SECTION 1. The revisions to the Kenai Peninsula Borough Records Retention Schedule, as 

shown in the accompanying revision requests, amend the schedule in an effort to 
meet current business practices as well as state and federal laws. 

 
SECTION 2. That the accompanying revision requests are approved for adoption into the current 

Kenai Peninsula Borough Records Retention Schedule. 
 
SECTION 3. This resolution is effective immediately. 
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ADOPTED BY THE ASSEMBLY OF THE KENAI PENINSULA BOROUGH THIS 21ST 
DAY OF JANUARY, 2025. 
 
 
              
       Peter Ribbens, Assembly President 
ATTEST: 
 
 
       
Michele Turner, CMC, Borough Clerk 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Yes: Cooper, Cox, Dunne, Ecklund, Johnson, Tunseth, Ribbens 

No: None 

Absent: Baisden 

 

jrasor
Ribbens Turner Attest



KPB RECORDS RETENTION SCHEDULE 
REVISION REQUEST 

Is request for a New Record Series Number? Record Series Number: 
X Yes RDS.MTN .08 

No {If no, provide record series number you wish to revise) 

Years Retained : Media : 
1 Office (A) Audio Tapes X (P) Paper 

2 Record Center (V) Video Tapes (F) Film 
3 Tota l (M) Microfiche (E) Elect ronic 

Department of Record: Record Title: 

Road Service Area Abandoned Vehicles 
Description : 

Citations, returned certified mail, files of vehicle owners, Alaska Court Sy:stem documents, 12re-date 

ordinance documents. 

Requested by: Elaine Agosti, Roads Admin Assistant Date: 01/03/2025 

DEPARTMENT DIRECTOR/MANAGER USE ONLY 

X Approved (Departmenta l needs are met) Director/Manager Name: 
Denied D Insufficient Retention □Excessive Retention Scott Griebel, Roads Director 

(Print Name) 

Comments: 

' L I I I rA A.\ 
Signature : f\1)µ r UV tel V VA -LllV\i.AJ1 l Date: J I U'1 l 'l,6 l J /1/V ) 

/ BOROUGH ATTORNEY USE ONLY 

✓ Approved (Legal needs are met) Boro~ h Attorney: 
Denied D Insufficient Retention D Excessive Retention 

~f'A,,.. '4.. \l-!, ~ tName) 

Comments: 

-Signature: 0_! - Date: I -10 - ~s-
r 

RECORDS MANAGEMENT USE ONLY 

Resolution Number Records Management Software Updated 
Date Approved by Assembly Revised Retention Schedule Distributed 

Comments: Records Manager: 

Robin Horne 
(Print Name) 

Signature: Date: 



KPB RECORDS RETENTION SCHEDULE 
REVISION REQUEST 

Is request for a New Record Series Number? Record Series Number: 
X Yes RDS.MTN.09 

No (If no, provide record series number you wish to revise) 

Years Reta ined : Media: 
C+2 Office (A) Audio Tapes X (P) Paper 

8 Record Center (V) Video Tapes (F) Film 
10 Tota l (M) Microfiche (E) Electronic 

Department of Record : Record Title: 

Road Service Area Minor Offense Citations - Litigation Case Files 

Description: 

Minor offense violat ions for abandoned vehicles and 12arking violations. Including citations, backu12 

documents, judgments, fine 12ayment records and road ins12ectors original citation books 

C = when fi le is closed. 

Requested by: Elaine Agosti, Roads Admin Assistant Date: 01/03/2025 

DEPARTMENT DIRECTOR/MANAGER USE ONLY 
X Approved (Departmenta l needs are met) Director/Manager Name: 

Denied □ Insuffici ent Retention □Excess ive Retention Scott Griebel, Roads Director 
(Print Name) 

Comments: 

" 0 ,- .. ' I J. r. /A,- /;1( L\ 
Signature: n(J()V UVC8\ VlV\, -t¥Y\i1A\ Date: I I Uvl 1 · J-i:, ! r JUV) 

BOROUGH ATTORNEY USE ONLY 

✓ Approved (Lega l needs are met) Borough Attorney: 
Denied □ Insufficient Ret ention □ Excessive Retention 5 t!, '-ll ~ ( ( ~ ~ nt Name) 

Comments: 

.-
Signature: .? "' ., ,.f'v Date: I -Iv - ~r-. 

RECORDS MANAGEMENT USE ONLY 
Reso lution Number Records Management Software Updated 
Date Approved by Assembly Revised Retention Schedule Distributed 

Comments: Reco rds Manager: 

Robin Horne 
(P ri nt Name) 

Signature: Date : 



KPB RECORDS RETENTION SCHEDULE 
REVISION REQUEST 

Is request for a New Record Series Number? Record Series Number: NJ_, 
Yes FIN.AQA11.10 

X No {If no, provide record series number you wish to revise) 

Years Retained : Media : 
[1] 4 Office (A) Audio Tapes [X] (P) Paper 

[3] Record Center (V) Video Tapes (F) Film 

4 Total (M) Microfiche X (E) Electronic 

Department of Record: Record Title: 

Finance Department Accounts Payable Warrants & Backup 
Description: 
Warrants, invoices, purchase orders, miscellaneous back up. 

Requested by: Michele Turner, Borough Clerk Date: 

DEPARTMENT DIRECTOR/MANAGER USE ONLY 
~ Mp proved (Departmental needs are met) Director/Manager Name: 

/ / --1;/n/vl Denied □ Insufficient Retention □Excessive Retention --7 - r 
(Print Nan{e) / I 

Comments: 1 .... .flA IJ'\)\ v•-. .,..., ,i~n,,\'b~CikT" 

/;_ J / 
Signature: / 

, 
( r / Date : /'>-/ti! L-~ 

/ BOROUGH ATTORNEY USE ONLY 

✓ Approved (Legal needs are met) Borou~ orney: .>eM 1{e_l(4_, Denied □ Insufficient Retention □Excessive Retention y~ 
(Print Name) t ,,. 

Comments: 

-
Signature: c,_ tit. --- Date : ,-tiJ.,.~5 - -

RECORDS MANAGEMENT USE ONLY 

Resolution Number Records Management Software Updated 

Date Approved by Assembly Revised Retention Schedule Distributed 

Comments: Records Manager: 

Updating media type from paper record to Robin Horne 

electronic record. Archived electronically 
(Print Name) 

in Content Manager. 

Signature : Date: 



KPB RECORDS RETENTION SCHEDULE 
REVISION REQUEST 

Is request for a New Record Series Number? Record Series Number: .. 
X Yes RSK.ADM.39 

No (If no, provide record series number you wish to revise) 

Years Retained: Media: 
C Office (A) ·Audio Tapes (P) Paper 

Record Center (V) Video Tapes (F) Film . 
C Total (Ml Microfiche X (E) Electronic 

Department of Record: Record Title: 

[INFORMATION TECHNOLOGY] Risk Manasement Video Securi~ S~tem ~SS} Recordings 

Description: .. 
Consists of Video Security Systems (VSS) record ings created to monitor activit ies occurring both Inside ~nd outside 
of KPB facilities. 
C = UI! to thirtv {30) daX! dependina on system resources unless a recordirua S!9ment is retained for leaal or 

claim matters in accordance with another record series. 

Requested by: Ben Hanson, IT Director Date: 01/03/25 

DEPARTMENT DIRECTOR/ MANAGER USE ONLY •' 

X Approved (Departmental needs are met) Director/Manager Name: 
Denied D Insufficient Retention □Excessive Retention Ben Hanson, IT Director & Savala Kisena, Risk Manager 

(Print Name) 

Department Comments: 

-? ' 
IT Signature: -~ Date: 01/09/2025 

- / --
Risk Signature: ?--7-L- Date: 01/09/2025 

/ / BOROUGH ATTORNEY USE ONLY 

v Ap~~ (Legal needs are met) Borough Attorney: 

Den ed o Insufficient Retention D Excessive Ret ention ..5 e.w.. ~ l K-'4 (Print Name) 

Comments: 

/ •A 

Signature: "7/'v~ Date: ' - I~ - :>-~ 
RECORDS MANAGEMENT USE ONLY 

Resolution Number Records Management Software Updated 

Date Approved by Assembly Revised Retention Schedule Distributed 

Comments: Records Manager: 

M oving "Security Recordings" from IT to Risk Robin Horne 
Management. 

(Print Name) 

Signature: Date: 



KPB RECORDS RETENTION SCHEDULE 
REVISION REQUEST 

Is request fo r a New Record Series Number? Record Series Number: 
Yes ASG.ADM.07 

X No (If no, provide record series number you wish to revise) 

Years Retained : Media : 
Office (A) Audio Tapes X (P) Paper 

Record Center (V) Video Tapes (F) Film 
PERM Tota l (M) Microfiche (E) Elect ronic 

Department of Record : Record Title : 

Assessing Property Cards 
Description : 

Records and photos~ listing improvements, statistics and value of parcels on Land, 
Residential and Commercial. 

*Note: Most current 10 years are retained. 

Requested by: Adeena Wilcox, Borough Assessor Date : 

DEPARTMENT DIRECTOR/MANAGER USE ONLY 

v Approved (Departmental needs are met) Dire~ Manager Name: 
Denied □ Insufficient Retention □Excessive Retention e£oo \ 0 J t-o j..,, 

(Print Name) 

Comments: 

(\ \ ('\ 

Signature: I 1' [\ nD,1/\ l\ ,1 ) - /v-{ Date : lrrl - )K- 10\-L/ 

/ I 
BOROUGH ATTORNEY USE ONLY 

✓ Approved (Lega l needs are met) 
Bo~::~ Denied □ Insufficient Retention □ Excessive Retention -,.-

(Print Name) 

Comments: 

Signature : Date: 

RECORDS MANAGEMENT USE ONLY 

Resolution Number Records Management Software Updated 
Date Approved by Assembly Revised Retention Schedule Distributed 

Comments: Records Manager: 

Robin Horne 
(Print Name) 

Signature : Date : 



KPB RECORDS RETENTION SCHEDULE 
REVISION REQUEST 

Is request for a New Record Series Number? Record Series Number: 

Yes ASG.ADM.14 
X No (If no, provide record series number you wish to revise) 

Years Retained : Media : 

2 Office (A) Audio Tapes X (P) Paper 

3 Record Center (V) Video Tapes (F) Film 

5 Total (M) Microfiche (E) Electronic 

Department of Record : Record Title: 

Assessing Property Cards - Portable Structures 
Description: 

Property record cards and photos~ detailing improvements and values for non-land assessed 
real property, collected as personal property according to KPB 5.12.060 (example: mobile 

homes} 
*Most current 10 years are retained . 
Requested by: Adeena Wilcox, Borough Assessor Date: 

DEPARTMENT DIRECTOR/MANAGER USE ONLY 

V Approved (Departmental needs are met) Director/Manager Name: 

Denied D Insufficient Retention D Excessive Retention G\c\e.~ \ ~)~~Cai 
"""Q (Print Name) 1111;: 

Comments : 

(\ \ "' . A r 

Signature: \ 1 ~ DOA\ U l.X JLf Date: \H-, - \K- ~Y 
/ BOROUGH ATTORNEY USE ONLY 

" Approved (Legal needs are met) Borougs:;torney: 
Denied D Insufficient Retention D Excessive Retention Ol:€1 JC.t.. fL t, 'L / 

(Print Nfue) 

Comments: 

/ 
Signature: ~~~ - Date: 1-11-::ir 

RECORDS MANAGEMENT USE ONLY 

Reso lution Number Records Management Software Updated 

Date Approved by Assembly Revised Retention Schedule Distributed 

Comments: Records Manager: 

Robin Horne 
(Print Name) 

Signature: Date: 



KPB RECORDS RETENTION SCHEDULE 
REVISION REQUEST 

Is request for a New Record Series Number? Record Series Number: 
Yes CLK.ADM .08 

X No (If no, provide record series number you wish to revise) 

Years Reta ined: Media: 
C Office (A) Audio Tapes [X] (P) Paper 

[1] Record Center (V) Video Tapes (F) Film 

~ Total (M) Microfiche X (E) Electronic 

Department of Record: Record Title: 

Clerk's Office Public Records Requests - Non-Confidential 
Description : 
Written requests for non-confidential public records, relative correspondence and copies of the records prod uced. 
Written req uests for confidential records, routing/assignment to the appropriate department(s) and their completion of 
request. Copies of relative correspondence and reco rds produced for confidential requests are kept with the responding 
department, see PER.ADM.22 and SAB.FES.13. 

C = [KEEP CURRENT YEAR IN OFFICE] Current and grevious calendar year retained. 
Requested by: Michele Turner, Borough Clerk Date: 

./ DEPARTMENT DIRECTOR/MANAGER USE ONLY 

V Approved (Departmental needs are met) Director/Manager ~ame: 
Denied D Insufficient Retention D Excessive Retention MI cf'vtk t LM"JILtv 

(Print Name) 

Comments: 

.-, 

17_ iJ .Al A '~ fl :"'>A ,I A, I /'I I ,., I ..,, , ri...,, • I 

Signature: 
, 

I u {.,,,(l(A)4(J .. "V//~{/VL Date: I t-1 l vi I W 1/4,f" 

/ , ec ROUGH ATTORNEY USE ONLY 

v Approved (Legal needs are met) Borough Attorney: 

Den ied D Insufficient Retention D Excessive Retention <5 P.M. ~ II<.'/-
(Print Name) 

Comments: 

/ 
Signature: /~.A 

y Date: I-1~,;i ('" 

RECORDS MANAGEMENT USE ONLY 

Resolution Number Records Management Software Updated 
Date Approved by Assembly Revised Retention Schedule Distributed 

Comments: Records Manager: 

Robin Horne 
(Print Name) 

Signature: Date: 



KPB RECORDS RETENTION SCHEDULE 
REVISION REQUEST 

Is request for a New Record Series Number? Record Series Number: 
Yes ASG.ADM.33 

X No (If no, provide record series number you wish to revise) 

Years Retained : Media : 

~ Office (A) Audio Tapes X (P) Paper 

5 Record Center (V) Video Tapes (F) Film 
[PERM).2_ Total (M) Microfiche (E) Electronic 

Department of Record : Record Title: 

Assessing Real and Personal Property - Exemptions 
Description: 

Rea l property exemption forms for res idents, volu nteer firefighters/ emergency med ical service (EMS), seniors, veterans 
and disabled persons, re ligious, charitable, commu nity pu rpose, armed forces, economic development, cemetery, low-
income housing tax cred it, fire control system, hospital , farm deferment, and conservation easement. Also includes 
Kenai River Habitat Tax Cred it. 

C = Until exgiration of exemgtion 
Requested by: Adeena Wilcox, Borough Assessor Date: 

DEPARTMENT DIRECTOR/MANAGER USE ONLY 

✓ Approved (Departmenta l needs are met) Director/Manager Name: 
Denied □ Insufficient Retention □ Excessive Retention \\\eem ,>-i'1d: 

(Prin Name) 

Comments: 

0\ (\ /I 

Signature: IJ ,\ 01)1\1 \. h1 )r h< Date : \ ~ - IH-r3. L\ 
I r 

BOROUGH ATTORNEY USE ONLY 

Approved (Lega l needs are met ) Boro~ Attorney: 
Denied □ Insufficient Retention □ Excessive Retention ~~ ~ ((<~/ 

T"iPrint Name) 

Comments: 

I 

Signature : s..,,.__,Je.--. Date: ,-,1-- ~.s-
I -

RECORDS MANAGEMENT USE ONLY 

Resolution Number Records Management Software Updated 
Date Approved by Assembly Revised Retention Schedule Distributed 

Comments: Records Manager: 

Robin Horne 
(Print Name) 

Signature : Date: 


